State of California

DEPARTMENT OF WATER RESOURCES
JOB DESCRIPTION AND POSITION CLASSIFICATION

The Resources Agency

CLASSIFICATION

Office Technician (Typing)

DWR POSITION NUMBER
0240-1139-003

SAP POSITION NUMBER MCR
50000241 1

APPOINTEE

SAP PERSONNEL NO. | DIVISION/SECTION

Fiscal Services/Budget Office

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU:

Confidential Related BU: Rank and File BU:

R04

Supervisory Related BU:

RESPONSIBILITIES EXERCISED
] Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print)
Kathie Kishaba

SUPERVISOR'S CLASSIFICATION

Staff Services Manager lll

APPROVED BY (Personnel Analyst's Name)

JCM

DATE

02/17/2011

Percent of
Time

Activity

POSITION SUMMARY

Under general direction of the Staff Services Manager lll, the incumbent serves as Secretary to the
Chief of the Budget Office and staff. With the high level of visibility of the Budget Officer and staff
to management and outside control agencies, this position requires a high degree of
professionalism, clerical and office organizational skills, mature independent judgement, initiative,
sensitivity and tact.

ESSENTIAL FUNCTIONS

Work is accomplished with general instruction and minimal supervision. Supervision of work in
progress is generally confined to consultation when extraordinary problems are encountered. Most
work is to be completed and acceptable for final review, which is typically the signature review of
the Office Chief. The incumbent must perform technical duties accurately with minimal supervision
under pressure to meet short-term deadlines. The incumbent must maintain current knowledge of

50%

Funding Strip Process:
Serve as a central point of contact for programs requesting review and approval of funding for
service contracts. Receive funding strips and associated documents from programs. Input data
and maintain a control log of funding strips in a Microsoft Access database. Review funding strips
and associated documents for consistency with prescribed format. Assist program staff in
resolving basic funding strip compliance issues as needed. Forward the funding strip requests to
the appropriate budget analyst for review and processing. Work cooperatively with the budget
analysts to ensure funding strips are reviewed and approved in a timely manner by tracking and
monitoring requests using the database. Distribute approved funding strips to the Contracts
Services Office and/or back to the requestor as needed. Maintain historical copies of funding strips
for use in researching contract funding issues.

Department and State rules and procedures for administrative functions including preparation of
correspondence, filing and retention of records, purchasing, supply and equipment control, unit
timekeeping and other office operations. This position requires that the incumbent work
cooperatively with others and maintain consistent, regular and predictable attendance.

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print)
Kathie Kishaba

SUPERVISOR’S SIGNATURE
>

DATE

EMPLOYEE’S STATEMENT:

| HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’S NAME (Print)

EMPLOYEE’S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Technician (Typing) 0240-1139-003 50000241 1

APPOINTEE

SAP PERSONNEL NO. | DIVISION/SECTION

Fiscal Services/Budget Office

Percent of
Time

Activity

35%

10%

5%

General Office Duties:

Provide front desk coverage by answering telephone calls, greeting visitors, and providing general
assistance or directing callers/visitors to the appropriate budget staff. Type all correspondence,
typically from drafts, on a personal computer which is part of a local area network. Maintain
correspondence and project files, both in hard copy and soft copy, and manage the electronic filing
system on the Budget Office shared drive. Review outgoing mail for proper format, spelling,
grammatical construction and conformance with Department policy. Review incoming mail and
distribute to staff accordingly. Maintain a follow-up index and tickler file to keep staff informed of
items needing action. Maintain the Budget Officer's electronic calendar, arrange meetings and
handle meeting logistics for Budget Office staff. Serve as the Budget Office's training coordinator
and handle logistics regarding training events. Make travel arrangements for the Budget Office
staff as needed, prepare and process travel expense claims for staff. Order supplies, prepare
purchasing documents and other administrative forms. Prepare spreadsheets as requested for
special projects. Deliver and retrieve documents from the Department of Finance, State
Controller's Office, and other control agencies as required. Provide back-up assistance to the other
clerical staff in the Division as needed.

Budget Development Documents:

Compile various budget documents and briefing materials for use by the Budget Officer and staff,
DWR Executive Management, Department of Finance, Resources Agency, and the Legislature.
Specific tasks typically include photocopying, ordering and preparing binders or folders, typing
labels, and collating documents. Prepare the filing system which is used annually by Budget staff
during the galley development process. Assist in organizing and maintaining the Budget Officer's
working files, as well as the historical documents that are kept on the rolling files.

Back-up Support Duties:

The position acts as backup for the Division of Fiscal Services' Chief's Secretary and other clerical
staff within the Division as needed. Specific tasks include answering telephones, greeting visitors,
managing the Division Chief's calendar, and assisting the Division Chief, Deputy Controller, and
Administrative Officer with general clerical support as requested.
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	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Kathie Kishaba
	SUPERVISOR'S CLASS: Staff Services Manager III
	personnel analyst: JCM
	personnel date: 02/17/2011
	PERCENT OF TIME: 

















50%






	activity: POSITION SUMMARY    
Under general direction of the Staff Services Manager III, the incumbent serves as Secretary to the Chief of the Budget Office and staff.  With the high level of visibility of the Budget Officer and staff to management and outside control agencies, this position requires a high degree of professionalism, clerical and office organizational skills, mature independent judgement, initiative, sensitivity and tact.  

ESSENTIAL FUNCTIONS    
Work is accomplished with general instruction and minimal supervision.  Supervision of work in progress is generally confined to consultation when extraordinary problems are encountered.  Most work is to be completed and acceptable for final review, which is typically the signature review of the Office Chief.  The incumbent must perform technical duties accurately with minimal supervision under pressure to meet short-term deadlines.  The incumbent must maintain current knowledge of Department and State rules and procedures for administrative functions including preparation of correspondence, filing and retention of records, purchasing, supply and equipment control, unit timekeeping and other office operations.  This position requires that the incumbent work cooperatively with others and maintain consistent, regular and predictable attendance.

Funding Strip Process: 
Serve as a central point of contact for programs requesting review and approval of funding for service contracts.  Receive funding strips and associated documents from programs.  Input data and maintain a control log of funding strips in a Microsoft Access database.  Review funding strips and associated documents for consistency with prescribed format.  Assist program staff in resolving basic funding strip compliance issues as needed.  Forward the funding strip requests to the appropriate budget analyst for review and processing.  Work cooperatively with the budget analysts to ensure funding strips are reviewed and approved in a timely manner by tracking and monitoring requests using the database.  Distribute approved funding strips to the Contracts Services Office and/or back to the requestor as needed.  Maintain historical copies of funding strips for use in researching contract funding issues.


	classification: Office Technician (Typing)
	appointee: 
	dwr position number: 0240-1139-003
	sap personnel no: 
	sap position number: 50000241
	division: Fiscal Services/Budget Office
	mcr: 1
	percent 2: 35%
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5%
	activity2: General Office Duties:
Provide front desk coverage by answering telephone calls, greeting visitors, and providing general assistance or directing callers/visitors to the appropriate budget staff.  Type all correspondence, typically from drafts, on a personal computer which is part of a local area network.  Maintain correspondence and project files, both in hard copy and soft copy, and manage the electronic filing system on the Budget Office shared drive.  Review outgoing mail for proper format, spelling, grammatical construction and conformance with Department policy.  Review incoming mail and distribute to staff accordingly.  Maintain a follow-up index and tickler file to keep staff informed of items needing action.  Maintain the Budget Officer's electronic calendar, arrange meetings and handle meeting logistics for Budget Office staff.  Serve as the Budget Office's training coordinator and handle logistics regarding training events.  Make travel arrangements for the Budget Office staff as needed, prepare and process travel expense claims for staff.  Order supplies, prepare purchasing documents and other administrative forms.  Prepare spreadsheets as requested for special projects.  Deliver and retrieve documents from the Department of Finance, State Controller's Office, and other control agencies as required.  Provide back-up assistance to the other clerical staff in the Division as needed. 

Budget Development Documents:
Compile various budget documents and briefing materials for use by the Budget Officer and staff, DWR Executive Management, Department of Finance, Resources Agency, and the Legislature.  Specific tasks typically include photocopying, ordering and preparing binders or folders, typing labels, and collating documents.  Prepare the filing system which is used annually by Budget staff during the galley development process.  Assist in organizing and maintaining the Budget Officer's working files, as well as the historical documents that are kept on the rolling files.

Back-up Support Duties:
The position acts as backup for the Division of Fiscal Services' Chief's Secretary and other clerical staff within the Division as needed.  Specific tasks include answering telephones, greeting visitors, managing the Division Chief's calendar, and assisting the Division Chief, Deputy Controller, and Administrative Officer with general clerical support as requested.


	supervisor name: Kathie Kishaba
	employee name: 


